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MEMOBANDUM FPOR: Executive Director-Comptroller

BUBIECT : Records Prograc

i, VParagrsph 8 of this usmorandum offers recommendatioas for
your approval.

2. Dur sfforts during the past year to purge the records we
have in storage resulted in 2 net reduction of 4,196 cublc feet. Ue
have again sxamined the overall problew in an attempt to discover the
reasons purging does not seem to offer 3 solution to our records stor-
age problem. We find that we have four wajor categories of nmaterial
stored at the Becords Center, but only one of them, the inactive records
category, qualifies technically for Records Center storage. Wwe need to
re-evaluate cach of these categories and define them in terms that are
acceptabls generally, to assign responsibilities and devise gtoraze
systens for each of thew; and to develop new policies and procedures
ts govern the records program of the Agency and provide for the HRRAG e~
want of the personnel primarily concerned with it.

3. At the end of August 1969 the Agency's records holdings
totalled 98,215 cubic feet:

&, Supplemental Distribution 17,686
25X1A

b, Vital Docunents 9,095
¢. Inactive Records 64,281
4. Archives (including materials 7,853

ldentified for Presidentisl Libraries)
4. Supplemcutal Distribution (17,686 cubic feat)

8. The Supplemental Distribution category is composed
of extra copies of fipighod fntelligence publications which
have been dietributed throughout the Intelligence Community.
Some individuslly determiuved quantity of each of these publica-
tions 15 held in reserve to satisfy requests from customers for
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extra coples or additional distribution. The Central Reference

8arvice in the Intelligence Directorate gives the Records Center
instructions for storsge aand must authorize the release of docu-
ments to offices outside the Agency. There is a2 high turn-over

as Individual publications are re-iseued, up-dated, or revised.

Activity sverages 250 services a day.

b. Responsibility for storing and distributing these
publications as a service to the Intelligence Directorate was
accapted by the Records Center several vears ago when the vol-
umes ware much smaller and space wasz not a problem. The Records
Center hias continued to furnish the storage and distzibution
sgrvice over the yeara because it represents a conveanilence to
the Agency and records center storage space has been the cheapest
kind of available space suitable to the activity.

¢, Hevertheless, the problem is not a records problem.
It i a problem of distribution and space, It should not be 2
part of the Records Program and neither the Records Management
Board nor the Records Aduiristration Branch should he held
accountable for itz solution. Responsibility for reselution of
the distribution prodlem and the custody and control of the nate-
rials should be assumed Ly the Intelligence Dirsctorate. These
holdings should be carefully reviewed to datermine whether thia
volume is really necessary. Other Agency facilitlies are presently
being examined to determine whether docusents held for supplemental
distribution can be stored alsewhere and removed sntirely from the
racords management Prograa.

3. Vital Documents {49,095 cuble feet)

a. Vital Documents ave documents selected by the various
components of the Agency as belny essentisl to the reconstitu-
tion and continued operation of the Agzency in the event a catas-
g¢rophe strikes the headquartere building. They exist as &
geparate collection as a part of the omergency planuning program
and must be where t will be accessible in tize of emergency.
The| is the emergency relocation site
for The Agency and this Is the reasosn the Vital Documents are
located there. They are astored in the Records Center only
because, incidentally, the Records Center is at the relocation
site, They were moved into the Records Center from Bullding

B 1961 to make the space available for ether purposes and
to aave manpower.

b. As lonz as the Emergency Planning Program of thea
Agency vemalns unchanged, these documents sheuld continue to be
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stored at the relocation canter. Diere are amony thesm, however,
about 2,500 cabic feet of vital documents storad by KPIC. In
the ovent of au emergenc; requiring relocation, wost of NPIC ig
expacted to be co-located with the Department of Defense. The
HPIC vital documents should be removed from the Agency relocation
eenter and transferred to the dapartment of Defense relocativn
eite where KPIC is expecied o operate in time of SRET LONCT

£« The remainder of the vitsl documents should be erit-
ically reviewed in yelation to the current true significance of
the overall ezgrgency plan.

8. Archives (7,853 cubic faat)

&, Archives are Listorical documents wiich nust be kept
permavently. ‘fhey are diffarent from issctive racords. They
are historically and scholastically significant while {nactive
records are operationally and administratively significant.

They are the permanent historical decumentation of the Agency
while inactive records ara teaporary extensions c¢f headquarters
£file space. 4s definsd by the Civil Service Commisaion for the
Archiives of the United States, archives are “(i) those bodiss of
mon-currest permanently valuable racords that form uaeful evi-
dence of the organizgarion, functious, policies, decisions, pro-
cedures, operations or otler activities of Paderal Agenciss or
vary fmportast Federal officlala, or (2) those records that must,
or skould, be preserved fuor their inforaational coutest.....
Archival records document official actious and serve ss sources
for officlal reference in the presecution of the affalrs of
Govermment by providing a record of past actious. The fnforma-
tilon coutsived in arciuives is esseatlal to historisuvs, pelitical
seclentists, aconomists, secislogists, or sther scholays engaged
in study of various aspects of our soclaty.”

b. 1o addition to the 7,853 cuble feet of material
already segregated as arcuival and Presidential Library material,
there ave about 2,000 cubic £eer of 058 and predecessor organi -
zation racords recalied from the Archives of the United States
in 1939 at the direction of the Birector of Central intelligence.
Another 15,000 cubic fser of CIA naterial deaiguated for per-
msnent retention is stored with the fpsetive tecords collection.
The 24,000 cublc fect made up of the 9,000 faet of 0S5 and 15,600
feet of pormsnant Agency material require screening and appraisal
to select those documents whieh are truly archival. Ungil zuey
are screaned the rotal collectiown of 24,000 cuble faef must be
congldered as part of the archives. Instead of 7,833 cubie feet
ef archives, therefore, in reality we have 31,853 cubte faet of
arcirival matsrial,
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¢. Bereening and appraisal should be conducted by, or
uadexr the supervision of, gualified professional archivists.
it should not be left to records officers or records center
pexaounel. The basic premises of permanent archival retention
are in dirvect conflict with the basic premises of records dis-
position. The objective of one 1g to retain and the ghjective
of the other is to dispose.

d. Professional archival work involves tie followias
broad, but not autually exclusive, functions:

(1) appraisal and dispostion,
{2) arrangenecut and description,
(3} rreservation and rehabilitation,

(4) documentary publication, historical
sditing and exhibit of archival materials, and

{3} reference service.

4 sampling of these functlouns are described below to
further clarify the professional distinctions between
archivists and records wansgement Officers:

(1) Records appraisal and dispostion iavolves
the analyeis aud evaluation of inactive records to deter-
mine thelr continuing values and to provide advice or
make decisions aboui their destruction or permanent
retention. Archivists employ & comprehensive krowledge
and understanding of the history, organization and opera-
ticus of the Agency, the legialative authorities and
responsibilities of the Agency as these relate to the
developzent and reteation of records; the organizational,
functional and records relationghips of the Agemcy te
other agencies and activities in the futelligence com-
munity and Federal Covermment at large; and the needs of
the scholarly commuiity.

(%) Archivists engaged in records arrangoment
study the origins, the orgauizationel and functicnal
history and administrative procadures of the producing
uaita. They avalyze the records to decide the arrasge-
meat that will best reveal theilr charscter and slgnif-
fcanuce; protect thelr imtegrity as histerical evidence
of organization end function, aud facilitate their loca-
tion, descristion and use.

4
Approved For Release 2002/05{&; CIA-RDP78-00433A000100030014-4
i




pX1A

Approved For Release 2002/05/1SE@HEPP78-00433A900100030014-4

{3) Preservation i{nvolves safeguarding the
archival material from deterioraticn or fapalrment of
their value through altaration. It considers the cop-
dition of the records; the nature of thair evidential
or informationsl values; the exteat of their use. and
the cost of repair or rehabilitation.

{4) Archivists involved in publication work
carefully study the documents to be published to resolve
questiocns of origin and suthentfcity. They employ a
thorough knowledge of the subatance of the documents and
persons, circumstances, or sveants to which the documents
relate.

2. det only do archives require professicpal competence
which differs from that of records officers, but they are ad-
ministered differectly, resuire & higher guality of storage space
to ensure thelr persanent preservation, ané require a different
kind aud frequency of servicing than other categories of records.
Professionally and adminietratively, archives are different from
the basic principles of records management sud they should not
be a part of the records management program. Archives are his-
torical documents used primarily by researchers and historians.
They are the sources from vhich historical sarratives are
written. As such they are nuch more closely related to the
functiens of the listorical Staff than to the records nansZamant
functious., &4 pesition for at least one senfor archivist should
be created oo the Historical Staff and responsibility for the
arcihives program of tne Agency should be assigned to that Staff,
Toe archives functicn, however, should not be considered as
subordisate to the historical function. Some historisans are
inelived to feol that the document can bz destroyad after the
history has been written. Ihis, of course, 1s a nisconception.
Differeat historians interpret history differently and a gingle
document can serve more than one histerilcal or scholarly purpose
including political, sociological, and scouomic considarations,
for exaryls. Yor these reazons it is guggested that thers
should be & geparate archival function as & part of the overall
reaponaibility of the Historical Ytaff,

f. Archives require a higher quality of storsge space
than other record materials do, more like a library than &
warehouse, with air conditicning, heat and Bumidity controla.
The low level of activity and requests for sexrvice uske Lue
archives a logical choice for location away from th
Records Center. Leoug term building plans should iuc T o I

' hival storage. leanwhile we sre evaluating space
rf:iff;iff:jfge deternine the feanibility of moviag the archival
s6lle

clion Lhers.
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7. Inasctive Records {64,251 cublc feat)

a. Inactive recoxds are these yecerds upeon which all
current action is completed and which are raquired se infre-
quently in the conduct of current husiness that they may be
removed fron offices and stored elsewhere without impelring daily
operations. They ars recorda which must be retained for a defi-
aite peried of time ia order to eoumply with sstablished lagal or
opsrationsl reguirsments. Certain {inancial decuments, for
example, sust be retained for 56 years, others must be retaised
for twelve years, and officlal persounel files must bhe raztaisned
for 73 years. Inactive records of these types with fixed
ratestion periods are considered to be temporary. Bouwe {nactive
records aust be retained permanently according to law. Perma-
pent iaactive records eventuslly become archives with the {nten-
tion that they will be retained foraver.

b, Among the four categories of records discussed, only
the dnactive records qualilfy technically for recoxds cernter
storege; only inactive records meet the criteris established by
law and the Archivist of the United States for such storags.

It 1s this volume, theun, to which the records menagemsnt program
of the Agency should be priaarily directed.

2. A8 indlcated in the foregoling digscuseion of the
archivas, there ave about 9,000 cublec feet of 088 and predecessor
organization records, and about 15,000 cuble feet of £IA records
among the Inactive records holdings which have been scheduled for
parmanent retenticn, and should be considerad as part of the
atchives collection. If thia 24,000 2ubic foor volume im de-
ducted from the fotal current wolume of 64,281 cubic feet and
transferred to the archives, there will remain oanly 40,281
cubic feer of inactive rocorda. These are tbe only records
stored which ashould Le a part of the records program of the
Aganey. Control over the growth of this volune should be a
prinmayy respousibility of the recorde managesent program of the
Agency.

d. We are im the proczss tiating & contract for
the conduct of a study 41 the records center to deter-

mine the feasibility of installing electrically drivan movable
shelving to permit a signdficant cempsetion of the materials
etored. If feasible, it 4z estinated that such an installatien
will Increase the present scorage capacity by about forty per—
ceat. We are also planning to create a group of technicallw
qualified personnel to study the systews practicabilicy of
adopting microform techalques to provide storage and retrieval

.
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gystems suitable for the various record keeplag operations in
the Agency.

&. HMicroformas and novable shelving, however, will pro-
vide only temporary relief for a few years and will net solve
the basic problem of increasing records volumea and the require-
ment to store them. Hot only doss hard copy grow at the rate of
three cubic feet per employee per year, but there are rapidly
growlug requirements for the storaga of f1lm, magnetic tapes and
other forms of electronic recording wedia which may well excead
whatevar capacity we may gzain by improving the utilization of
present space.

£. Under the present policy, we oparate a central storage
facility but exercise no control over what or how much comes into
it, how long it must be kept, or when and 1f it may be destroyed.
1f we are to gain coutrol over the growth of records in storage
we cennot continue this practice. Iven more baslic thaa cantrol
over the storage, however, is the need for systematic management
of records beginsing with their creation. Total records manage-
ment programs include crestion, maintenance, and dispoeition.
Our emphasis has always beza on dispoeition, with periedic con-
ceatyations of effort om purging. We nzed to systematically
alter that eoncentration and direct cur attention to corréspon-
dence mansgement, forms minagement, reports management -
especizlly conputer reports -, copylng machines, and all other
methods of records creation. There are more than 220,000 eubic
fest of current records in headauarters office space. We need
to concentrate on file creation and malntenance syalews to
ensure that we malutain only those documents and files that are
necesssry to the day to day conduct of our business. We need
to provide & system to ensure that only those records vhich must
be retained for a specified period, temporary or permanant, &re
trangferred to the Zecords Center.

g. ‘These purposes can only be acconplished through the
ereation of a single records program usder unified manageneat.
Several steps will be aeccesary to put such a programs into being:

{1} The creation of a Senior Records Managwment
Bosrd under the DD/S with specific authority to direct
& centralized program;

{2) selection, from among the more than 400
positions in the Agency {dentified with records rassponsi-

bilities in one form or ancther, of those positlons which
should he devoted fully to recerds masagement:

7
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{3} the crzation of a career service or some
squivalent persomnel management system Lo provide for
the training and long term carzer development of iadi-
viduals primarily conceraed with records aanagiment
sesponsibilities;

{4) the systematic designation of offices of
record which will be responsible for maintalnming
records of s particular category in order to aveid
gultiple f1ling and retention of the same docunents;

{5) the review of regularly produced raports
from all aources to validate their continuloz zeed and
value for record rateation purpoases,

(6) the development of a centralized aystes for
the management planning and control of =icroform appli-
gations which promise to mushroom puch like computers
have done during the past fifteen years; and

(7} the publication of pelicies and procedures
to provide the framework for such an overall records
wanagonent program.

#. fecommandations
It is rscomnanded that:

a. Responsfbility for the storage and servicing of
Supplemental Distribution documents be assumed by the Deputy
pivector for Intelligence who has the basle responsibility fox
the function, and that space be sought for thely logation away

froz= the Fecards Centay:

b. the practicality of the Emargency Plauning Progran
of the Agency be reevaluated; that meanvhile vital docunents
continue to be stored at the Records Center but that the DD/I
agsume responaibility for relocating vital documents stored by
HPIC to ita relocation site;

¢. n position be created on the Historical 3taff for s
senior archiviat; the responsibility for the archives progras
be asgigned to the Historical Staff; that space for their
storage be sought at| | other suitable location away

from tﬁq Zecerds Center, and that permanent archives
space be included in long term budlding plass; and

il
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d. the concept of a centralized records management
program be approved and the DD/S authorized to proceed with
the development of 2 program as outlined in pavagraph 7f
above.

B. L. Bamneraan
Peputy Director
for Support

DDS/SSS/RHW:jms (12 September 1969)
Pistribution:
Orig & 1 ~ Adse
DD/S Subject
DD/S Chrono
588 Subject
SSS/RAB
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